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2017-2018 Reporting Due Dates 

 

Every other Friday: Supervision Log and Member Timesheet Approval 
 
January 3rd:  1st Qtr. In-Kind (September 1st – Dec. 31st) 

1st Qtr. Cash Match- Invoice will be sent to your organization 
 
March 16th:   Member Mid-Term Performance Review 
 
April 2nd:                       2nd Qtr. In-Kind (Jan. 1 – Mar. 31) 

  2nd Qtr. Cash Match- Invoice will be sent  
 
July 2nd:   3rd Qtr. In-Kind (Apr. 1 – Jun. 30) 

3rd Quarter Cash Match - Invoice will be sent  
 
July 27th:   Member End-of-Term Performance Review  
 
October 2nd:  4th Quarter In-Kind (July 1- Sept. 30) 
   4th Quarter Cash Match - Invoice will be sent 
      

2016-2017 Cash and In-Kind Amounts Owed  

   Minimum In-Kind  Total Cash to Submit 
Full Time:  $7,000    $8,032.50 
Half Time:  $4,000    $4,252.50 
Quarter Time:  $2000    $2,126.25 
Minimum Time:  $1350    $1,417.50 
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VHCB AmeriCorps In-Kind Match Directions 
 
*** All match must come from non-federal sources only.*** 
 
2017-18 In-Kind Match Amounts: 
 
  Total to Submit  50% Supervision & Training* 
Full Time:  $7,000    $3,500 
Half Time:  $4,000    $2,000 
Quarter Time:  $2000    $1000 
Minimum Time:  $1,350    $675 
 
 
Supervision: 
 
*IMPORTANT:  Your contract states that you must supply In-Kind match for the ‘Supervision & 
Training’ category in our budget before relying on other sources for match.  This is to ensure 
adequate member on-site support.   
 
Supervisors and staff that spend time with the AmeriCorps member for training, counseling, 
support or other purposes should document this time in the OnCorps system. Info on using the 
OnCorps system can be found on the following pages. A minimum of 50% of In-Kind reported 
must be from Supervision or other member training. 
 
To calculate supervision time as In-Kind Match, VHCB AmeriCorps staff use the supervisors 
documented pay rate and multiply by the number of hours of supervision submitted through 
the OnCorps Portal using the Supervisor Time Log. Supervisor Time Logs are submitted every 
other week. More information on Supervisor Time Logs on page 6.  
 
  ***We need proof of current rate of pay on file (we prefer a statement on letterhead from 
your CFO or financials representative but will accept a copy of a paystub or other official 
documentation). This information is treated with strict confidentiality. You can add the per 
cent of benefits to your hourly rate (this brings up the amount of match significantly). See 
example in attachment. 
 
****All Supervisors/Staff of the Host Site Organization that claim supervision time as match, 
but undergo the National Service Criminal History Check (NSCHC). HSOs are required to have 
at least one supervisor that has gone through the NSCHC process and is able to claim 
supervision match, and may have multiple supervisors if you choose. 
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Other Types of In-Kind Match Accepted 

Training 
You can claim any amount that the HSO spends to train the member.  Examples include sending 
the member to a conference or workshop, enrolling the member in a relevant college course, 
cost of a relevant certification, participation in a webinar, etc.  An invoice, receipt, or other 
source documentation must be submitted to claim the match.  Please keep in mind, as part of 
the Host Site Agreement, HSOs agree to adequately train the member and provide additional 
training and networking opportunities as time and budget allow. Training match will be counted 
toward the minimum of 50% “Training and Supervision.”  
 

Supervisor Mileage 
HSOs may claim any mileage reimbursed to HSO staff to travel to AmeriCorps Events or 
meetings, or to support the member’s service such as supervising them in the field, 
transporting the member to a project, etc. To claim supervisor mileage as match: mileage logs, 
copies of expense claims, or other source documentation should be submitted. 
 

Member Mileage/Travel 
HSOs may claim any mileage reimbursed to the member’s service such as supervising them in 
the field, transporting the Member. All mileage reimbursed to the member must be at the 
current IRS rate (whether or not it’s being claimed as mileage).  As a reminder, HSO’s are 
required to reimburse any mileage conducted in their personal vehicle required of the member 
to perform their service.  Regular commuting to the Host Site should not be reimbursed. All 
mileage required by the VHCB Program such as AmeriCorps Training and Events will be 
reimbursed by the Program. Other travel costs such as airfare, public transportation, 
reasonable costs for meals during travel, etc may also be claimed as match. To claim member 
mileage as match: mileage logs, copies of expense claims, or other source documentation 
should be submitted. All other travel will require a copy of an invoice or receipt. 
 

Occupancy 
HSOs may claim the member’s portion of office space occupied.  To calculate the member’s 
share, the HSO should divide the monthly costs of occupancy (rent or mortgage payment, etc) 
by the number of employees, multiply that by the number of months in the quarter, and 
multiply that by the number of AmeriCorps Members at the host site.    
   Example: 
Host Site A pays $2,000/month office rent where 2 AmeriCorps Members have a desk.  8 other 
employees share the space, for a total of 10 individuals.  There are 3 months in the Quarter 2. 
 

The host uses this for rationale:  $2000/month  10 people = $200/month x 3 months (per 
quarter) = $600 x 2 members = $1200. 
 
To claim occupancy as match, the HSO must submit a copy of a lease agreement, monthly 
bill/invoice, copy of mortgage payment, or copy of check for rent.  If the monthly costs 
do not fluctuate, the HSO only need submit the source document one time only. 
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Phone/Fax/Internet 

HSOs may claim the Members use of phone, fax, and internet.  If service is shared, HSO should 
divide the monthly costs of by the number of employees, multiply that by the number of 
months in the quarter. 
   Example Host B has 4 Full Time staff including the AmeriCorps member, all of whom equally 
share the phone/internet line.  The AmeriCorps member’s share of routine costs is 25%.  
 
The host uses this for rationale:  25% of actual monthly phone charge.  October’s phone bill 
came to $500, so member’s share ($500/.25) = $125.00 per month 
 
To claim phone/fax/internet as match, the HSO must submit a copy of a monthly bill/invoice.  If 
the monthly costs do not fluctuate, the HSO only need submit the source document one time 
only. If monthly bills differ depending on usage, a copy of each monthly bill is required. 
 

Advertising 
HSOs may claim the costs associated with recruitment of the Member as In-Kind Match.  The 
actual costs of placing an ad in print or online may be claimed.  To claim advertising costs: 
please submit a receipt or invoice. 
 

Supplies 
HSOs may claim the costs of supplies purchased to support the Member’s service.  HSOs claim 
the actual cost of the supplies. To claim the cost of supplies as match a receipt or invoice should 
be submitted.  The use or need for the supply should be noted.  This can be written on the 
receipt, included in the Host Site In-Kind Match Cover Sheet, or submitted in a separate ledger.   
   Examples of supplies countable as match: 

 A receipt for the purchase of granola bars, flashlights, sunscreen, bug spray, batteries, 
and markers with “supplies used for Member A’s Reptiles Camp Week” 

 An invoice for 10 credit history reports and a receipt for 10 credit history training 
manuals with “Credit History Workshop” noted on the receipts. 

  3 receipts for printed brochures with “Outreach materials for Member B’s Community 
Programming” noted in the supplies section of the Host Site In-Kind Match Cover Sheet” 

 Receipt for a new office chair with “For Member C’s Workspace” 
 

Other 
HSOs may claim the costs of other expenses to support the member’s service position or to 
meet the AmeriCorps Program’s requirements.  In each case, source documentation such as 
receipt, invoice, copy of payment, etc must accompany the claim. 
Examples of other match may include: 

 Cost of Supervisor Fingerprinting 

 Background Checks on the Member required by the Host Site  

 Janitorial or Utility expenses with source documentation and rationale for 
calculation 
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Documenting In-Kind: 
 
In-Kind Match will be collected on a Quarterly basis.  Please see page 1 for In-Kind Match 
submission due dates.  Request for In-Kind Match will be sent out approximately 3 weeks 
before submission is due.  In-Kind Match should be submitted using the “Host Site In-Kind 
Match Cover Sheet” with all source documentation attached. 
 

Allowable source documents: 

 Letter from CFO stating rate of pay or pay stubs (for supervision) 

 Mileage sheets  

 Receipts (for trainings, supplies, etc.) 

 Paid invoices (for advertising, communications, etc.) 

 Lease agreements 
 
Please include source documents for everything, as well as your rationale for coming up with 
the amount claimed if applicable.  We cannot count any match claimed that does not have 
source documentation to support it.  
 
Supervision Match will be calculated by VHCB Program Staff and should not be added to the In-

Kind Match Cover Sheet. Program staff will use the payrate information submitted by the host 

site and multiply that by the number of hours submitted in OnCorps to calculate the total.  

Once match has been received and reviewed by VHCB staff, a finalized copy of match totals will 

be returned to the HSO. 

**See insert for Example of completed In-Kind Match submission 
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Supervision Logs 

To document your host sites supervision hours and to claim supervision hours for the In-Kind Match, AmeriCorps 

Supervisors must submit a completed Supervision Log every two weeks.  The supervision logs will be submitted 

using the OnCorps system – the same system Members use to track their service hours. 

The supervision log will be due to VHCB AmeriCorps on the Friday following a two week period.  This allows a full 

week of time to submit the log.  We recommend that supervisors complete this log at the same time as approving 

member timesheets. 

Filling Out the Electronic Supervision Log in OnCorps: 

1. You can access the system by using the link you receive in the email to approve your member’s 
timesheets, OR go to http://vt.oncorpsreports.com/ 

2. Once logged in, select “Time Tracking” in the blue bar at the top.  
3. then click on “Supervisor In-Kind Hours” then “Enter Supervisor In-Kind Hours” 
4. Select the appropriate time period and click “choose” 
5. Fill out the timesheet: 

a. Enter the number of supervision hours as appropriate. Hours can only be entered in 
quarter hour increments (numbers ending in .00, .25, .50, and .75). Days may be left 
blank if no supervision occurred. 

b. For each day that you claim hours, fill in a description of your activities/service.  
Descriptions may be very brief and general, but should not be left blank. 

c. Click authorize and submit once completed.  Alternatively, you may save the timesheet 
to return to later by clicking “save” 
 

Please note: Generally, each week should note a member and supervisor meeting/check-in.  As a reminder, 

weekly meetings/check-ins with the member are required as part of the program, even in cases in which the 

member and supervisor work closely together or share space.  Of course, it is fine if on occasion, due to illness, 

vacation, or overloaded schedules, the weekly meeting is missed, but should occur most weeks. 

Also note, once sites have met the required In-Kind match amount, supervision logs may be reduced to only 

documenting the weekly check in.   

This is a log of supervision hours, and not a timesheet.  Only time spent supervising the member need be 

included.  All other time does not need to be accounted for.  What supervisors may claim as supervision hours 

includes, but is not limited to the following: 

 Time spent working directly with the member 

 Time when member and supervisor are sharing a workspace 

 Time that the supervisor is planning or prepping activities and projects that will include the member 

 Time spent scheduling members hours and activities 

 Time spent completing/approving AmeriCorps Member or Supervisor requirements and paperwork 

 Time spent attending AmeriCorps events and meetings, or communicating with AmeriCorps staff 

 Time spent recruiting and selecting the member 
 

http://vt.oncorpsreports.com/
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Cash Match 

As part of the Host Site Agreement, HSO’s provide a cash match to support the financial aspects of the 

program.  The cash match is calculated as a percentage of the ACM’s living allowance.  For the 2017-18 

AmeriCorps year, the cash match is set at 45% of the ACM living allowance.  

The host site will be billed a maximum per member of:  

 $8,032 (45% of $17,850) for full-time  

 $3,888 (45% of $8,640) for half time  

 $1,944 (45% of $4,320) for quarter time,  

 $1,417 (45% of $3,150) for a minimum time. 
 
 

VHCB will bill HSOs for the cash match on a quarterly basis. Payment should be returned to VHCB within 

30 days of billing. The cash match bill amounts to 45% of the living allowance that was paid out to the 

member in the last quarter, and will fluctuate each quarter depending on the number of pay periods 

that fell within the quarter.  In the event that a member leaves service early and does not receive the 

full living allowance, HSO’s will be responsible only for 45% of what was paid out of the member and not 

the full maximum amount. 

The rest of the ACM’s living allowance will be paid by the Corporation for National and Community 

Service.  VHCB will compensate each ACM bi-weekly and will take responsibility for payroll taxes, W-2s, 

etc.  Direct deposit of checks is encouraged.  The living allowance does not include the Educational 

Award which the ACM will receive in voucher form from the National Service Trust upon successful 

graduation from the Program.  
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Dear Jenny Supervisor,  

Your invoice for your organization’s quarterly costs of the Member Living Allowance appears 
below.  Please forward this invoice to your accounts payable department if you are not the 
billing contact. Please note, in some cases this invoice may be sent to both the member’s 
supervisor and the financial contact on file.  Please be sure not to duplicate payments.   
 
 
Thank you,  

Amanda Moran Moshinskie 

Assistant Controller 
Vermont Housing & Conservation Board 
58 East State St. 
Montpelier, VT 05602 
Ph. (802) 828-5069 
Fax (802) 828-3203 

 

 

 

January 5, 2018 

 

Vermont Housing Organization 

ATTN: Jenny Supervisor 

555 Main St 

Montpelier, VT  05602 

 

RE: Quarterly Billing for AmeriCorps Living Allowance 

 

Dear Jenny: 

 

As per the Sponsor Contract relating to the AmeriCorps Program, we ask you to remit your 

organization’s costs of the Member Living Allowance.  These figures are based on the amount 

paid to each member for Vermont Housing Organization from September 1st through December 

31
st
, 2017.  Your share is calculated as follows: 

 

Member: Eduardo AmeriCorps 

Member Stipend September 1
st
 through December 31

st
 2017: $4,462 

Sponsor share per contract: 45% 

Amount due to VHCB: $2,007.90 

 

 

TOTAL AMOUNT DUE TO VHCB UPON RECEIPT: $2,007.90 

 

Checks should be made payable to Vermont Housing & Conservation Board and mailed before 

January 30, 2018.  Please make note of the member’s name on the payment. If you have 

any questions in regards to this billing please contact Francis Sharpstene at 828-3253. 
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Criminal History Checks 
 

All covered positions must submit to a background check.  Covered positions includes all AmeriCorps 

members, all program staff, VHCB staff that claim match toward the AmeriCorps grant, and supervisors 

that claim In-Kind match for their supervision hours. In addition, VHCB AmeriCorps requests that the 

main supervisor for any AmeriCorps member, even if that person is not claiming in-kind match, should 

undergo a background check. 

The background check consists of an FBI Criminal History Check, Sex Offender Registry Check, and 

Adult/Child Abuse Check through the Vermont Agency on Human Services.  In addition to the FBI 

Criminal History Check, individuals that applied to serve/work while living in a state other than Vermont 

must also undergo a criminal history check through that state. A state of Vermont Criminal History check 

is included with the FBI check as it’s processed through the Vermont Criminal Investigation Center. 

Members may not serve unsupervised with vulnerable populations until VHCB AmeriCorps has received 

the criminal records.  Vulnerable populations are defined as youth, elderly, or persons with disabilities.  

Program staff will notify the member and supervisor once the results have been received and the 

member is cleared to serve unsupervised. 

If the criminal history check results are received with a criminal record, further action will be required.  

Murder or sexual assault automatically disqualifies a member for service.  All other criminal records are 

taken on a case-by-case basis and will be assessed for relevancy to service, recent activity, and action for 

recourse. Members will be asked to respond to any criminal records before the conviction will be 

assessed. 

Supervisors and Staff 

 “I understand that, in order to be in compliance with  the Corporation for National and Community 

Service’s Final Rule  on criminal history checks (CFR, Vol. 72, No. 164, Parts 2522 and 2540), all 

AmeriCorps Members and staff (includes site supervisors) must undergo a VHCB AmeriCorps National 

Service Criminal History Check consisting of (1) a criminal registry search, which involves an authorized 

FBI fingerprint check to determine whether an applicant has a criminal history, and (2) a background 

check through the state system from the state in which the member lived at the time he/she applied to 

the program, and (3) a National Sex Offender Public Registry check, which consists of individuals that are 

required by their States to register as sex offenders.  An individual who refuses to consent to a State 

registry check is not eligible to serve.  While results of the check are pending and until they have been 

reviewed and verified by VHCB AmeriCorps, the Member is not permitted to have access to vulnerable 

populations as part of VHCB AmeriCorps and AmeriCorps programs without being accompanied by an 

authorized representative from the host organization who has been cleared for such access.   

Pursuant to the CNCS rule, all staff of VHCB host organizations who will be acting as the AmeriCorps 

Supervisor must also have a NSCHC performed.  These checks are required only once unless there has 

been a break in service/employment greater than 30 days (administrative leave, sick leave, and 
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summer breaks do not constitute as a break).  Records of the results can be stored at the host 

organization location so long as they are accessible for timely routine by VHCB AmeriCorps, as well as 

the Corporation for oversight and monitoring without undue cost or delay. 

I understand that if the member criminal check indicates a conviction(s) for a crime(s), an individual of 

our organization may be appointed to and serve on an investigative panel comprised of said appointee, 

the applicable ACM, the VHCB AmeriCorps Program Director and possibly the VHCB General Counsel.  

This investigative panel would review the charges and negotiate an outcome. 

I understand that VHCB AmeriCorps has agreed to use the criminal record information received from the 

Vermont Crime Information Center (VCIC) for the purposes intended by law, and that VHCB AmeriCorps 

has agreed to not disclose the contents of any criminal record information without the ACM’s 

permission to any individual other than the ACM his or her self, as well as properly designated 

employees of our organization who have a documented need to know the contents of said record.  In 

addition to the foregoing, I acknowledge that any and all information that any individual Member of our 

organization is made privy to is strictly confidential and that each unauthorized disclosure shall 

constitute a separate civil violation and may result in a fine of up to Five Thousand Dollars ($5,000) per 

occurrence.” 

Process for completing Background Checks 

New supervisors will undergo the background check process at the time the program is made 

aware of the new supervisor.  The supervisor will complete a “New Supervisor Assessment” tool 

which will document the supervisor’s start date, status working with vulnerable populations, 

will assess which checks need to be completed for the supervisors, give permission to conduct 

the background checks, and acknowledge that supervision is contingent on the background 

check results. Upon receiving the completed new supervisor assessment tool, VHCB AmeriCorps 

staff will complete a NSPOW check on the supervisor and request the following for the 

supervisor: 

Step 1:  Complete the Agency of Human Services Consent for Release of Registry Information 

and return the completed form to Francis by fax, scan, or mail as soon as possible. 

Step 2: Locate the nearest Identification Center and make an appointment for all relevant staff 

to get fingerprints taken. A list of stations with contact info is attached.   Complete the 

Fingerprint Authorization Certificate and bring it with you to the fingerprinting appointment. 

Please inform Francis of your appointment date. 

Step 3:  Arrive at your appointment with your complete Fingerprint Authorization Form. You 

will need to pay a $25 fingerprinting fee at the ID center.  (This fee can be submitting as part of 

in-kind). 
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Step 4: In most cases, the fingerprints will be scanned electronically and the attendant 

will collect the fingerprint authorization form.  They will automatically be forwarded to the VT 

Crime Information Center for processing, and you’re done! Fingerprints will then be processed 

and results sent to VHCB AmeriCorps.* 

However, if they give you a paper fingerprint card: Have the attendant date the fingerprint 

authorization form and add the ID centers TVT code. Protect the card from damage and 

promptly send it along with the completed Fingerprint Authorization Form to: Francis 

Sharpstene, VHCB AmeriCorps, 58 East State St., Montpelier, VT, 05602. Now you’re done! 

VHCB AmeriCorps will further process the prints and form, and results will be directly received 

at the AmeriCorps office. 

*Step 5:  If your organization would like a copy of the result(s), sign and send in the Secondary 

Dissemination Form (these can be requested from VHCB AmeriCorps Staff)  

 

 

Mileage and Expense Reimbursements 

Any travel required of the member by the host organization will be reimbursed by the host site and 

should be directly submitted to the member’s supervisor or appropriate person at the organization to 

handle reimbursements. Examples of travel that should be reimbursed by the host site when using your 

personal vehicle include: transporting clients, traveling to a work/field site, making a delivery for the 

host site, picking up supplies or gear for the host site, attending trainings or events required or 

sponsored by the host site.  Please check with your supervisor for the mileage reimbursement policy and 

how-to at your site. 

Please note, the host organization must reimburse members at the current IRS rate.  This may be 

different than the organization’s policy for reimbursing other staff. 
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AmeriCorps Member Timesheets 

To document  service hours, Members must submit a completed VHCB AC Timesheet every other week.  Service 

hour weeks will start on Monday and the “Week Ending” date is Sunday.  The timesheet should be submitted the 

following on the second Friday of each period, unless the members serves on weekends in which case the 

timesheet is due on the last day of service during the period. Timesheets are sent to the site supervisor for her/his 

approval.  Within one week of submission, Supervisors should look over the timesheet for any errors.  If errors are 

found the timesheet should be sent back to the member with comments for resubmission. Once the timesheet is 

free of errors, the supervisor will “approve” the timesheet.  VHCB AmeriCorps staff review timesheets on a 

monthly basis.  If an error is found by staff, it is returned to the member for resubmission.  Once the timesheet is 

considered approved and free of errors, VHCB staff will mark the timesheet as “Reviewed.” 

Full –time members should serve on average approximately 35.5 hours/week or 20 hours/week for ‘half’-timers 

to successfully complete your term of service by the last day. These averages do not include any holiday, sick or 

personal time you choose to take.  HSO’s should provide 40 hours of service for full-time members and 22 hours 

for half-time members to account for this. If a member is over or under that average weekly target by more than 

20 hours, the Program Director will work with the Member and HSO to modify the schedule to get back on track.   

***If Members do not fill out and submit the timesheet within a week of its due date with the 

required information (stated above) and/or falls significantly behind on hours, the Member will be 

placed in suspension. The timesheet is the primary source of documentation for VHCB AC to 

determine whether or not the member has been actively serving and what activities the member has 

been performing. While Program staff ultimately monitor member’s hours and timesheet submission, 

it is essential to have the support of the Site Supervisor to help keep members on track. 

Daily Description of Activities 

Each day must contain specific information covering the following: 

 The allowable activities that occurred and any Community Partners involved in the activity 

 The number of hours attributed to the specific activity.  Record hours to the nearest quarter hour. 

 Until the program has received your criminal history results:  Supervision if serving vulnerable populations. 

 Any other information that would verify these service hours 
 

Travel time up to 3 hours each way (to and from) statewide and other trainings may be counted as training hours.  

Regular commuting time to and from the work site may not be counted.  Driving time from the office to another 

service site may be counted.  Lunch breaks should not be counted, although short breaks of 15 minutes or less 

may be.  “Working lunches” may be counted. 
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Quarterly Progress Report Guidelines  
 

****For specific definitions and data collection forms, refer to the Performance Measure 
Instrument Packets at http://www.vhcb.org/acorps/paperwork.html**** 

 
The general member activities (or 'Performance Measures') members will report on are as 
follows.  Many ACMs will report on more than one: 
 

1. Housing Placement Services 
2. Improving Lands and Habitats 

through Environmental 
Stewardship 

3. Environmental Education 
4. Financial Literacy Services 

5. Food Access 
6. Homeless Services 
7. Energy Conservation 
8. Volunteer Mobilization 
9. Capacity Building 

 

Guidelines 
 
There are two different reports members are required to submit:   
 
1) Quarterly Progress Report- submitted via EmailMeForm  
2) Volunteer Log- submitted via email using an Excel template  
 

Both these reports are due in January, March, July, and August. 

 

Progress Report: 

Members will complete and submit their Periodic Activities Reports via EmailMeForm. They will 

be emailed a link per report to access the system.  We report on two indicators of performance: 

1. Outputs-represent program effort -the amount or units of services that members 

have completed, or the number of beneficiaries members have served.  

2. Outcomes- refer to a change that has occurred in communities or in the lives of 

community beneficiaries or members.  

 

1. Be careful that your member does not double count the same individual for the same 

measure in succeeding quarters! For example, they can count 40 residents total that 

benefitted from their service work in quarter 1. In quarter 2, there were 4 new residents 

plus the previous 40 who benefitted. So, the member would count only 4 new residents 

that benefitted in quarter 2.   

2. However! They CAN count the same individual for separate measures if s/he has 

received each of the specified, breakdown measures.  For example, person A 

http://www.vhcb.org/acorps/paperwork.html
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and B received emergency food services.  Person A also received financial 

literacy services.  They would count person A separately for both those measures, but 

they would not count either of those people again in quarter 2 for the same measure. 

3. Data storage/retention- Members will use the data collected to report your activities 

performance, but will not need to submit the data collection documents themselves 

(e.g. logs, rosters, pr/post tests, etc.). They should retain all data collection proof and 

documents at your site.  Documents should be stored up to 7 years and made available 

to VHCB AmeriCorps should we need them for auditing purposes.   

 

 Great Story- We like to supplement our numbers with qualitative impacts of members’ 

service.  Please have your member share anything that occurred during their term that was 

meaningful for you in some way.  Perhaps they experienced a 'Wow!' moment or made a 

breakthrough with a client.  Perhaps a family was housed in permanent housing, or a child 

went hiking for the first time.  What is important to include in a "great story" is what the 

member’s role was in whatever that meaningful event was (i.e. their impact). 

Real names of individuals should NOT be used. We may share these stories with the 

SerVermont and/or CNCS (you can use alias names).  As always, we love photos; members 

should obtain photo release forms for any youth or other vulnerable individuals that may 

appear in the photos (we have photo release forms available if you need them). 

Volunteer Log: 

 Members submit this at the same time that they submit the performance report.  

 Members SHOULD NOT double count the same person.   

 Members SHOULD count their cumulative hours logged.   

 The log asks members to identify the volunteer by age category.  They do not need to ask 

anyone their age; they can simply make a reasonable guess. 

 

1. If another national service member (of the same or other program) participates in an 

event or type of service and is counting his/her hours on their respective timesheets, 

members should NOT count that member among their tally (s/he would not be 

considered a volunteer).  If the member is not logging AmeriCorps hours or otherwise 

reporting it as part of his/her service term then they may be counted. 

2. Members should submit the Volunteer Log even if they have not engaged any 

volunteers that quarter. They can simply claim "0". 
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Definition of Terms 

Members should always refer to the Performance Measure Instrument Packets for Definitions 

(included in their handbook) specific to that measure.  Here are a few universal definitions for 

their reference: 

Beneficiary of service-   Anyone who has benefited from your service work, either directly or by 

virtue of your efforts. 

Children with special needs-  Children who are abused or neglected; in need of foster care; 

adjudicated youth; homeless youth; teen-age parents; and children in need of protective 

intervention in their homes.  

Economically Disadvantaged- Must be receiving or meet the income eligibility requirements to 
receive: TANF, Food Stamps, Medicaid, SCHIP, Section 8 housing assistance OR have a poor 
credit score OR are at least 60 days behind on one or more personal/family accounts.  The 
income criteria would follow the same federal and/or state criteria for each of the above-listed 
programs.  
 
Measure- Each of the questions in the report and captures a unit of performance and/or 

output.  For example, “number of adults receiving environmental education” is one measure. 

Service Learning-   A process whereby students learn and develop through active participation 

in organized service experiences that actually meet community needs. Service learning provides 

students opportunities to use their acquired skills and knowledge in real life situations in their 

communities; this enhances teaching by extending student learning into the community and 

helps foster a sense of caring for others.  Examples include having an after-school group or class 

prepare a meal at a homeless shelter, or a college class providing GIS mapping services for a 

local park. 

Special characteristics-  Qualities that would identify a person with a population that may be in 

need of a particular service, such as person living with a mental or physical disability; veteran; 

older adult; homeless or near-homeless; disadvantaged youth; economically disadvantaged, 

etc. 
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Host Site Documents & Forms Checklist 
 
 
Initial Paperwork 
_____ Application for Sponsorship  
_____ Position Description  
_____ 501c3 documentation (only need to provide once) 
_____ Contract with VHCB AmeriCorps  
_____ Criminal History Background Checks for Supervising Staff (only need to 
            Provide once) 
 
 
Member Enrollment Paperwork  
_____ Member Application (VHCB AmeriCorps will have online applications on file 
_____ Interview Notes signed by supervisor  
_____ Phone Reference Check Notes  
_____ 2 Written Recommendations  
_____ Information Disclosure Form (signed by applicant)  
_____ Signed Position Description (member will also sign)  
_____ Signed On-Site Orientation Checklist (member will also sign)  
 
 
Paperwork throughout the Service Term  
_____ Member Timesheets Approved Weekly in OnCorps   
_____ Mid-term Member Performance Review (completed with member) 
_____ End of Term Member Performance Review (completed with member) 
_____ Quarterly In-Kind Match Documentation (January, April, July, October) 
_____ Supervision Log, submitted electronically through OnCorps Reports 
_____ Quarterly Cash Match Payments (your organization will receive an invoice each January, 

April, July, and October) 
_____ Incident Report (as necessary)  
_____ End of Year Survey  

 


